APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

n ' RECORDS MANAGEMENED!VISION
T g F : o SE
INSTRUCTIONS: See Publication No. 76—-RM=1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgla 30334,
Attention: Schedulmg Section. o

)

FOR AGENCY USE 1. Agency Address | T R | FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Public Safety Application Number o
' o - Commanding Officer . - _
Applicationﬂlilumber 959 E. Confederate Avenue SE Date“r'-‘i:éaivedwﬁ Data Compléted _J
: Atlanta, Georgia 30316 ‘ ‘ 11
: S 1979 ]JAN 17 1979

2. Person to Contact o ' Working Title o Telephone Number
Lee Wilsori CRM Records Management Officer _ 656-6142

e e RTEETT T A R AT i e e S o —

. Action Requested ,

" a. [0 Estaousn Retention Schedule; fecord will continue to accumulate.
b. O Dispose of present accumulaHoﬂono further accumulation anticipated.

¢. K Amend Application No. o . Check One: BXChange; O Supercede; O Void i L
4. Dates of Series 5. Records Series Title {followed by title used in office,; if different)
Earliest Latest ,

1937 ] Present Station Log Book Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The forty—flve Georgla State Patrol Posts located over the State act as local headquarters
for troopers. The troopers patrol the roads and highways in the Post assigned district;
arrest traffic violators; investigate accidents; direct traffic; conduct examinations

for issuance of drivers' licenses and perform other law enforcement duties.

4

L —

7. Re'cbr__d Series Description This file contains the followmg documents (mclude form numbers and t:tles if any}

Attach samples of the File.
Documents relating to: Recording the daily activities of Patrol Posts.
Included are: Station Log Books tontaining narrative description of Patrol Posts'

daily activities and including date, names of officers on duty,
. _ names of officers on leave and reason for absence, weather conditions,
' Iog of official activities of officers, and other related information.

Numerically by Post thereunder,
File is arranged: Chronologically by date. P

3 A . ' } ‘.
A _ . 4

8. .Maxthly Reference Rate How often are records referred to which are:

One to six months old ————-—; Seven 1o twelve months old .., Thirteen to twenty-four months old

twenty-five months and older . .7

—rrre—.

L

9. Annual Rate of Accumuiation of Rerords
Letter-size drawers —— ... ; Leyal-size drawers

. 1/8 cubic feet .. _ ]
K eBome -per_year e = I — - _n
AR-SO—T, Ruy 76 (Over) - - - .

—ev—;Shelves _____._______;Other (épecffy} —m e —— —

-
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vEs | NO ro Questionnaire (Piace an "X" in the proger column) _

g .

X - . _Is this the official copy of the senes?
A0 .. Ifnot where is it? o -~ e e
P2
X b, Does the senes conta'n confadentlal |nformat|on requiring securatv handling? If yes, cite law or regulation.
| _i_—“ . s this a wtal record? HH__ o m.,f::;um, o _f_ . )
X . d Does this series have historical or long term research vaiue? QE‘_l_Y_Ehe f}rs_t fﬂg__}_{f!_é_l}:?; B B
e. When one or two documenits in the file make it necessarv to keep the entire file for a long periad, could these -
X p
. documents be scheduled separately? . e e
X

_J_Is_thunfgzmauw contained in this series gmr.nuh!;shgs!LL ves. attach copy, A —
g. Is the information contained in this series ever anatyzed and/or recorded in a summarized report? ‘

if. ves. attach copy, . DU -
h. s there a duplication of this series in your offuce or in another offlce or agency?

X _.lf ves. where? -

| X _1s this series {or a maior portion.of it] reqularly_microfilmed? __ - — —
X | L Dgeime_tececd_semes_r,esym,a.comauxeLprmtoutz_ —
. 11. Retention Requirements o The following requires the series to be kept:
a. State Law S T Y ._years, - .. d, Audit period _ ' 0{5 - years,
b. Statute of limitation years. e. Administrative need B . years,
¢. Federal law ‘ 0 years, f, Federal retention instructions ____ Q. ... Yyears.
Attach copy or excerpt of laws or regulations. Explain administrative need.
12. Aporoved Disposition Instructions ‘This agency recommgngsmt the file series be cut otf at the end of ;ach o
- AR Calendar Year; O Fiscal Year; Ci QOther e ; —--then,
Kkl Hold in the current filesarea ... month(s) 5 - year{s); then
O Transfer to local holding area, hold . Year(s); then
O Transfer to State Records Center: hold —_.._ year(s); then A
& Destroy. o -
Cl Transfer to State Archives for permanent retention, ’ '
b ther (Spec:fy) ‘ o T
xcept for first five vears of Station Log Bookg for each Patrol Post are to be .
retired to Department of Public Safety ArCh1Ves for Permanent retention.
\ .
These instructions apply to all prior and future accumulétions of the series.
Ager_\cy Head/De"gnee‘:?S{gﬁnatﬁre) _ ___ gement Officer (Signature) ___ Date
° o
_\ﬁ o) AW | sap-79
State Records Coi\mittee {Signature} Date
‘ Recommendations in para- —
- graph 12 are approved, State Auditor/Designee / *6: 7?
' {If disapproved, attach letter
of explanation.) . Secretary of State/Des:gnee

Attamev General/Desxgnee
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